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OVERVIEW 


English MicroLab is a computer program covering the basics oft grammar, 
punctuation, and mechanics. The program runs on all Apple microcomputers 
except the Apple III and the Macintosh as well as on Apple-compatible computers. 


The program components support teaching and learning in five ways: 


1. The Assessment tests a student's knowledge of grammar, punctuation, and 
mechanics; analyzes the results; and provides an individual Study plan. 

2. The Quick Check, a brief version of the Assessment, updates the study plan. 

3. Practice modules offer not only varied practice and precise feedback, but 
also content reviews of concepts, definitions, and rules. 


4. The Mastery Tests Disk provides exit tests in each of the program's content 
areas. 
9. The Data Disk records Assessment results and automatically generates several 


types of group records. 


English MicroLab is designed to supplement, not supplant, the teaching of 
writing. The program teaches basic skills and performs certain repetitious and 
time-consuming tasks associated with basic skills instruction. MicroLab thus 
should free the instructor for additional writing instruction. The program 
addresses the essentials of grammar, punctuation, and mechanics, from writing 
complete sentences and using commas to capitalization. Since the program can 
give individual assessments, and since most of the practice modules deal with a 
Single skill, MicroLab can be used at any level of a college English curriculum. 


MicroLab does, however, accommodate the special needs of remedial and 
developmental students. Care has been taken to keep sentence structure and 
vocabulary relatively simple since poor writers are usually poor readers and 
also because the sentences should not obscure, by unnecessary complexity, the 
grammar, punctuation, or mechanics. Program commands are simple so that they 
will not interfere with the program's instructional purposes. Screen displays 
are uncluttered, and thus are unintimidating, and text appears on the screen at 
a comfortable rate. Simple computer graphics help students visualize the infor- 


mation being presented to them. 


Computer screen technology may someday improve to the point where reading 
large amounts of text over a prolonged period will be comfortable. Since that 
1s not now the case, the MicroLab content reviews are brief and include text- 
book references for students who need further explanation. Textbook references 
for additional study and practice are also displayed after every practice 
session. The references cite specific sections and pages to three Houghton 


Mifflin texts: 


Floyd C. Watkins and William B. Dillingham, Practical English Handbook, 
seventh edition, copyright 1986 


Susan Fawcett and Alvin Sandberg, Grassroots, second edition,copyright 1983 


Susan Fawcett and Alvin Sandberg, Evergreen, second edition, copyright 1984 


In addition, the program provides topic references that help students to find 
Similar instruction and practice in other writing textbooks and handbooks. 


c 1985 Houghton Mifflin Company 


SS 











Instructor's Manual 


The MicroLab Components generally require single keystroke responses. 
Program users therefore need not know how to type. 





MICROLAB AND THE APPLE COMPUTER “” 


-MicroLab will run on Apple II, Apple II Plus, and Apple Ile microcomputers 
with a minimum of 48K random access memo ry (RAM). The program should also run 
on Apple-compatible computers with the requisite memory, but this cannot be 
~ guaranteed. One disk drive and a monochromatic monitor are needed. 


/-'* MicroLab's screen display is 40 characters wide because of the constraints 
imposed by the Apple II and II Plus. The 40-colum display cannot be altered 
by the Apple Ile 80-colum card or similar devices. However, the program 

generates its own lowercase characters. A print option is available on one 

disk, but one need not have a printer to use the program. 





Copying the MicroLab Disks 


Excepe’ for: the Data Disk, all MicroLab disks are copy protected. The pro- 
tection program allows the user to make one back-up copy the first time each 
‘disk is loaded. +The program then "locks" to prevent further copying. Be sure 
to have a blank disk ready and follow carefully the directions on the screen when 


‘loading a disk: for the first time. Please see page 8 for copying the Data Disk. 











Note. re Apple IIe Users 


“The ('Caps Lock" key. on the lower left-hand side of the Apple IIe keyboard a, 
must be depressed while using the MicroLab program. If it is not, the program 


will not accept input. 





PROGRAM COMPONENTS 


‘This section of the manual describes each of the program components in 
detail: The emphasis here is on content, format, and pedagogy. The operating 
instructions for each component are listed step by step under "Program Operation. ' 


Bae the MicroLab components are listed below. Each component comprises one 
disk. 


Evaluation: Assessment of English Skills 
Quick Check 
Mastery Tests 


Management: Assessment Data Disk 

Practice disks: Module A Complete Sentences 
Module B’ Distinct Sentences: Run-ons and Comma Splices 
Module C Orderly Sentences: Misplaced Modifiers 
Module D Subject-Verb Agreement 
Module E Pronoun Choice 
Module F Comma Usage 
Module G Apostrophes 
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Module HH Semicolons and Colons 

Module I Parentheses and Dashes : ree es 
Module J. Quotation Marks and [talics 

Module K Capitalization 


ee oes, 


Assessment of English Skills. 


The purpose of the Assessment Disk is to evaluate student skills in’the 
MicroLab content areas and to guide student work in the practice modules. ‘The 
underlying principle is quite simple: students ought to study what they don't 
know, not what they already know. Certain basic skills areas are more important 
than others, however. Most English instructors would agree, fox.’ example;. that 
an heen tinh an of complete sentences is far more important than memo fization 
of rules governing the use of colons. (For one thing,,-.a,.reliable. understanding 
of the latter depends to a certain’ extent on the. former. ).. The Assessment. is 
therefore a weighted evaluation; for example, a single error in distinguishing. 
fragments and complete sentences has greater weight than an error in colon usage. 


. ye v4 

4 a 4 '@-0 _ 

z= e's - §$ . : 

o : i ; Sj Or me 
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The Assessment is admittedly rather long: 75 items divided into three 
sections. And since the sections are interdependent, the Assessment must be 
completed in its entirety to generate a study plan... This may prove to be in- 
convenient when the Assessment is administered to very low+level. ‘Students. But 
the length of the Assessment is necessary to assure a fair: and comprehensive 
evaluation of basic skills. Students who balk at the: length might. be told. that 
in the long run, the Assessment will probably save them time and that they need 


take it only once. 


- tn ne | oe wa SS >> ie’ pe fe * se 
‘ vu« 


The word assessment is used advisedly. The MicroLab Assessment does not 
purport to be a diagnostic instrument. That is, it. does nots.tell, the instructor 
or student why the student has made a particular error. ‘For .diagnosis,. inst ruc- 
tor judgment is indispensable. es Sia ee a 


a eral a . wl - we 


The three sections of the Assessment vary as follows. , The 20 items in| 
Section I ask the student whether a specific error is present.': Se¢tion II con- 
sists of 25 items, each with three choices. The questions are of two types: 
identifying.an error or identifying a correct construction. .* Section ELI, with 
a total of.30. items, is a proofreading exercise:’ each question asks the» ‘Student 
whether an error of any kind (except spelling) ‘is present in ‘the item. 

The Quick Check is a shorter version (50 items) of the Assessment; see, 
page 5 for a full description. The Assessment and Quick Check's coverage ‘and 
item frequency are as follows: 
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~ Topic * We Section Total Quick Check 
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Section completeness 
Run-ons, comma splices 
Misplaced modifiers 
Subject-verb agreement 
Pronoun choice | 
Comma usage 

Apostrophe usage 

Colon usage 

Semicolon usage 
Parentheses usage. 
Dash usage 
Quotation mark usage 
Italics usage | 
Capitalization 
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*One item is scored twice. 


Ati directions to the student appear on the screen. No prior computer 
knowledge is necessary. The directions that precede the Assessment outline 
what is to come and tell the student the type of responses he or she will be 
making. Appropriate directions also precede each section and appear with each 


Ltem. 


Students are asked to enter their names at the beginning of the Assessment. 
If a student. fails to do this, her or his Assessment results cannot be recorded 
on the Data Disk. To avoid the problem of students who have the same first and 
last name, the instructor may request that all students enter their first and 





middle, initials with their last names instead of their full first and last 


“names. . Note: the Data Disk records only the first 20 characters of a student's 
> Mame . | A | 

Students may change their answer by pressing the backspace key and typing 
in a new answer. Once the. return key is pressed, the answer cannot be changed. 
At, the end of the Assessment.,. the student is-told to. depress the space bar for 


an analysis of the results. 


“The Study Plan 


The study plan consists of two screens. The first gives an overall per- 
centage score and a percentage score for each of the content areas (see the 
list of content areas above). Answers to items and section percentages are not 
provided by the computer program. An Assessment answer key is included as 
Apres x A in this manual. 


“The second screen directs the student to study vies er practice modules on 


nu” poptes where she or he has scored poorly. The plan makes a broad distinction 


between "crucial" areas--complete sentences, distinct sentences (run-ons and 
comma splices), misplaced modifiers, subject-verb agreement, pronoun choice-- 
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and “important" eee ee balance of the MicroLab topics. Students are Cold to 
Study first the “crucial'' areas that appear on their study plans and then the 


"important" areas. 


Saving the Study Plan 


The study plan may be saved in two ways. But first a caution. The 
Assessment Disk does not store data. Therefore, a student's Assessment results 
and study plan will be lost and the Assessment will have to be retaken if the 
computer is switched off before the two screens are saved. , 


The Data Disk option The Assessment results may be recorded on the Data 
Disk. The "Program Operation" section explains how to do this. When’ you wish 


to record results on the Data Disk, we recommend that you always execute this 
option first to guard against loss of the data. You can print results from the 
Data Disk files once the results have been saved. | : 


The paper option The Assessment results can be copied by hand onto the | 
MicroLab Individual Progress Chart. This form, supplied with the program disks, 
corresponds exactly to the screen format. 


The Assessment is simply a means to obtain a priority: listing of grammar, 
punctuation, and mechanics areas in which a given student is weak. As such, the 
Study plan is a sort of "intelligent" table of contents to the MicroLab practice 
modules. Needless to say, then, a student should take’ the: Assessment before 


beginning work in the practice modules--unless, of course, you ‘have’ ‘already 
evaluated the Student. 


The Assessment may have other uses in your English curriculum. It might 
be used, for example, as a general screening device to identify remedial stu-— 
dents or, conversely, students who do not need basic skills instruction. © The 
Assessment should be useful as well in self- ~study Situations where a student 
wishes to pinpoint skills weaknesses. In*fact, the entire MicroLab program is 
designed to promote self- directed iearning. The’ Assessment mav be employed as 
an end-of-course or end-of-term evaluation of progress ; the resulting study 
plans can provide a basis for work the following term.or compensatory work in 
the laboratory. In a freshman composition course, the Assessment could be ad- 
ministered to students with apparent or suspected skills weaknesses. The study 
plan could be used as a guide for independent study, small ds activities, Or 


fucCOriars. 


THE QUICK CHECK 


This streamlined version of the Assessment contains 50 items and has.a 
format similar to that of Section III of the Assessment. The Quick Check 
covers all MicroLab content areas and generates’.a study plan. .The results may 
be copied by hand onto the Individual Progress Chart. Quick Check coverage: and 
item frequency are given on page 4. The Quick. Check- answer xev is found; in’ 


Appendix B of this manual. 
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‘THE PRACTICE. MODULES 


The ll practice; modules have a standard format. Each contains a content 
review and practice item sets. The practice sets are organized as follows: 
three sets of 15 items each in recognizing correct or incorrect constructions 
and three sets of 15. items each in repairing sentences, for a total of 90 items 
per. module. Preliminary screens introduce the topic, stress its relevance to 
writing, give learning objectives, and provide textbook references. A menu is 
cthen displayed offering four choices: the review, practice in recognizing 
errors, practice in a halal errors, and an end-session option. 


The reviews and practice items cannot be printed because the program 
branches (varies in its responses) according to the answer the user has given. 
In addition, the Data Disk does not record the practice scores displayed at the 
vend of each set. If a record of practice scores is needed, the reverse side of 
the Individual Progress Chart has columns for entering this information. 


> Genkent Sevens 





The content eee briefly explain basic concepts, definitions, and rules 
aban: the student must know to master an area of grammar, punctuation, or 
‘mechanics. The reviews are not substitutes for textbook work or classroom 
instruction; they .are references and reinforcers for work in the practice sets. 
Program commands allow the user to move back and forth between the practice 


sets and the reviews. 








Simple computer graphics have been employed to illustrate the reviews as 
vividly as possible, but they have been used judiciously. No matter how enter- 
taining extensive and elaborate graphics may be when seen for the first time, 
‘they become annoying once the novelty wears off. The reviews frequently ask 
students: for a,response so that they do not become mere spectators. Grammar 
terminology has not been avoided, but it has been used sparingly. Whenever it 
is. used, succinct definitions are provided. At the conclusion of every review, 
a summary of key points is displayed, followed by another set of Cexeeon 
cross-references. 





Practice Sets 
va Ha | | | oan : 
Each: practice set begins with divest ions aa an optional sample item. The 
user’ is then asked whether he or she wishes the practice session to be scored. 

When scoring is in effect, the number of items worked and the number correctly 

answered are displayed in the lower right-hand corner of the screen; at the end 

of the session, the total score is shown, along with text references for 

“further study. Please be aware that when a student exits a scored session, in 

order, for instance, to refer to the content review, the current score 1s not 

saved. Thus, the student should note down the partial score before exiting or 


be ee rework the items. 


AT The aractice items are generated in a fixed order, but with six sets and 
90;items: per disk, students are not likely to notice this or anticipate answers. | 
The program responds to every incorrect answer with item-specific feedback. 

This should be one of the most helpful features of the MicroLab program. 
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Instead of replying to an error with a simple--and useless--no, or witha 
reiteration of the original question, MicroLab responses almost always refer 
specifically to the item on the screen — guide e ome to -the correct 


Unless the “Skip” command is used (see "Program:Operation,": pagé..42} 
the student cannot advance to the next item untilshe- or -he has answered thes 
Current item correctly.. Moreover, when the item contain$.an error, a corrected 
version is displayed before the program advances. Both features have-been-in- 
cOrporated to get around the tendency of individual ‘study to reinforce errors. 
as often as it corrects them. 

The practice items are multiple choice. --HowewWer, “the sets make use of .- 
graphics, such as inverse ee ee ee 
graphics are particularly useful for calling the student' Janie tale eae : to ‘seritence 
corrections that might otherwise be ignored or aver ao led: TAD EE bag RAPS | 


All practice items are single sentences. (Paragraph-length exercises are 
almost impossible on a 4Q-colum screen.) The sets in recognizing. errors:-ask 
the student to identify a correct construction or, more often, to identify an 
error. After answering correctly, the student 46 shows thé ‘cerrected aitem. 
Most of the items in thé-sets on repairing errors have two parts: The student 
must first identify the error (if there’ is one) and then specify the correction 
that is needed. The corrected sentence’ is. displayed after ‘the’ student! -has =. 
selected the proper correction. ' This two-part format in effect doubles: the ae 
number of items in each of these sets. If the scoring option is chosen,. the. 
student must correctly answer all parts of an item on his or her first attempt 


to receive credit. | pee | et PA ope ai Gare oO 
When students select the scoring option and obtain a scote of TG or:115, 

message at the end of the practice set encourages them to take the spprdy rate 

Mastery Test. Thus, students should be asked’ to complete scored Practices ‘to. 


show that they are ready to take a nas rea Test. pe Ee SE A ia fiat 


- - * A oat - . a ‘ 2 ~ > . ° . aa ~ 2 
4 z: 4 ‘os A's ane "tim gh “,- 3 
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MASTERY TESTS | ta 


The ll Mastery Tests have 15 items each. They correlate with the practice 
modules in level of difficulty, coverage, and distribution of items: ° The -tests 
have a simple format. A numbered item is displayed, and the student is asked, 
"Is this group of words a correct ‘sentence? Press YeCyes) or N- no). - Then 
press the return key."' Students are: told to ignore spelling when answering. - 
The student Tera change an answer by USENg. the backspace’ key. NS Bee 8 Pigg 

When the student a idenheted the Raat: the program Liiaatanetin dizeiave 
a percentage score. The score may be copied onto the Individual’ Progress: Chart 
opposite the appropriate module listed on the ons plan. The Data Disk:.does.- 
not accept Mastery Test scores. ee eS Bio GPa’? & 


To prevent unauthorized use of the Mastery Tests, an access code must be 
typed in after the disk is inserted in the disk drive. The code is given in 
the “Program’ Operation" section. Input of the code causes the Be sashes dis> 
plav a menu ah Mig the disk! s ll’ tésts.~ Hike BES eee ay el 
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The program does not display the correct answers Co the Mastery Tests or 
generate a study plan. An answer key for the Mastery Tests 1s provided in 


Appendix C of thiga manual. 





The percentage score required to pass a Mastery Test is determined by. the a 


inst ructor. 


DATA DISK 


“The Data Disk is the instructor's electronic filing cabinet. The disk has 
three’ Functions: (1) it:records resuits of the Assessment, (2) it stores the 
data, and (3) it displays and prints individual records or the group records 
that the Data Disk program automatically generates. 


"<The procedures for recording data are listed in the “Program Operation’ 
section. it is important to note here, however, that data are entered on a 
student-by-student basis and filed according to the name the student has typed 
in at the beginning of the Assessment. To avoid the problem of separate files 

for the same student, you should establish a policy for the entry of names--for 
-'4pnstance; initials for first and middle names and full last name. The Data Disk 
program automatically aiphabetizes Student names. 








The Data Disk can store up to 40 individual records (and the group records 

. based on. these entries). Unlike other MicroLab disks, the Data Disk is not copv 
protected. Use the original Data Disk as a “duplicating master’ to make as many 
blank copies as you need. You are also urged to make back-up copies of Data 
Disks on which student data have been recorded. A copy program has been included . 
on the Data disk. Each time you load this disk, you will be asked if you wish ” 
to make a..back-up. copy. To make a copy, simply follow the instructions on the 
SCr@en. } } | 








The Data Disk ‘contains important instructor records and thus should be 
stored in a safe place. The disk can be kept in the sleeve of the English 
MicroLab binder, but as you make additional copies, secure storaye can become 
a problem. You may want to get a disk file box. These plastic boxes are 
available at computer stores and electronics outlets. You should also consider 
ways of identifying the various data disks. The easiest way is to write iden- 
tifying information on an adhesive-backed label. and then affix it. to the paper 
disk sleeve. When a new set of records is entered on the disk, a new label can 
be placed over the old one. 


bac ner LO View the files on the Data Disk, insert the disk in the disk drive and 

““rurn ‘on the computer. If no student files have been entered on the disk, this 
message will appear: “No student data available.’ If student files have been 
entered’, a menu will appear on the screen after severel seconds of loading. for 
your convenience, one sample name with sample records has been included on the 
Data Disk. Please remember to delete this record (see Option 2, below) before 
Storing the actual student files. The menu has ‘six options. Here is a descrip- 


i ERE Fey J oo ee 
tion'of ‘each option: 


; 
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1. Get one student's scores/study | plan. | tein, . 38 | sake tan 


Choose this option to see ‘one student's scores on ities Assessment. The... 
student's study plan will also be displaved. To get. the student vou’, want, 
you will "bs asked to enter the student's name. If vou aren't certain how 


the student has entered her or his name, select: option 3 of the.menu. 


2. Delete a student record 
Choose this option to delete a student record not only from the hae of 
names but also from all class averages determined by the computer. |:The:. 
student name is typed in and the return key is pressed. The file is 
deleted when you execute the quit option (option 6. below). © The delete 
option will prove useful'when students: drop.:classes or complete their. 
laboratory work as well as at une end of. a PCHAO te eM 3+ 


~ r 


3.. List all students and total scores 
Choose this option to list all students for whom.data have, been, recorded. 
Their names will appear in alphabetical order and will. be. accompanied by 
their total scores on the MicroLab evaluations. ands testserncui oe 4 Satay 
: a. ae 63 Te ie B= i. : . Se ; Lis Sy es | - 
4. List class averages ‘ me Sek ee ne On eee eee ita wes ios Paes ey 
Choose this option to see the average: rn and: ‘area scores for. the. students 
on the disk. This option will help you plan lessons and .address specific. 
class or group needs. UR oes 


6: «aah 


5. Correct a student name 
Choose tnis option to change or correct. a student name. ° ‘The. éurrent name” ‘is 


entered, followed by the corrected name. The data associated with the name 
are not changed | in any —s | ane oo MER 


‘ 
R P . : * ¢ ; c.f 
: t t » * “ > > > ‘ 
. ° ‘ J at » « =| 


6. Quit and save changes 
Always use this option to exit the Data Disk program. ‘If you: remove the- 
disk from the disk drive or turn off the computer before executing this 
option, the changes you have made will be lost. The program will tell you 
when all changes and updates ‘have been’ saved.to.the, disk. ; The: Data.Disk can 
then be aed removed ‘from the disk drive. oe gg, REE AV Bae 

The Data Disk Sv vne*tuattone’ & ce siete 4) can tnt, be printed. ‘the. disk 
will execute this option on most printers... The, printed format,.is the same as” 
that of the ‘file screen displays. Consult: the Data, .Disk, section of . "Program 


Operation’ for the print. “procedure. i Wn polanitlad a 


niameiie Eh Lam MICROLAB 


The Key. to effective sank’ painless use of binentad is. “instructor familiarity 
with the program. - Instructors, tutors, and other staff should acquaint them-. 
selves with MicroLab’ before using it with students. Fortunately, the program. 
components are easy to operate, so the computer dimension of MicroLab. should, 
present few problems. The User's Guide is intended for students, but! i a can, 
give a quick introduction to the program,for your: staff. As olen any - computer 
program, however, there is no substitute for direct experience with. MicroLab. , 
The following is suggested as a protocol for familiarizing faculty and staff 


with English MicroLab: 
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l. Read the User's Guide. | 

2 Preview the Assessment of English Skills. To save time, enter random 
answers. Since the Assessment answers have been distributed to thwart 
guessing, the resulting study plan will include all of the practice modules. 

3. Select one or two of the practice modules listed on the study plan, preview 


the content reviews, and then work a few of the practice sets. Be Sure to 
try both types of practice exercises, recognizing errors and repairing 
errors. 


4; (Preview one or two of the corresponding Mastery Tests. 
Bao TE the: ihre icwecciat Chart is going to be used, take a moment to study 


Individuals penonr rs for recording data on the Data Disk should also 
read: the. rélevant section of this Instructor’ s Manual and the step-by-step 
instructions: under “Program Operation.. 


littoducing students to ‘MicroLab should not require much instructor or 
staff time. De pending upon the instructional setting, the program can be pre- 
sented: téo a class or to individual students. You may make as many copies as 
“you ‘wish of the User's Guide for distribution to students. Given the simplicity 
“of program operation, students should have no trouble learning how to use Micro- 
Lab where this is best learmed=-at the keyboard. Instructors (or staff, tutors, 
and others)» should probably explain to students the purpose of the heceacwent 
of English Skills and what they. are to do-with the study plan. Certain pro- 
cedural details might also be addressed: 


1. Any policy on entry of names 

2 The person responsible for recording data or supervising the recording 

3. The order in which students should work the practice modules (if this 

differs from the study plan order) 

4. The order in which students are to work the practice sets on a module (if 
“igtudents are not free-to ‘choose themselves) | 

'§J Whether students should elect the scoring option for the practice sets (if 
Ege they ‘are not free to choose Enemas EES ‘and whether they should note down 

“yi c-their seqres | : 

6. At what point students should attempt a antery Test 

a The opal score required to ee a Mastery Test 

a NE Oe Reet st 49 | | 

WGtié-ehould ‘dso call the: seadents’ attention te .the gusdelines for handling 

computer disks listed in the User's Guide. : 


English MicroLab complements writing instruction and can be used in the 
same way other complementary materials are used. The Assessment can be 
administered to all members of a remedial English class or to all remedial- 
level students who use a writing laboratory. Alternatively, the Assessment can 
be. ‘administered to members of a class or to lab students who you suspect are 


weak in: a number of skill aréas. The:Assessment (or the briefer Quick Check) 








*may mat be administered at’ all; however; the instructor may not want a multi- 
skill evaluation or may already possess an accurate evaluation. In these cases, 
the MicroLab practice modules can be used independently for skills work. No 
practice module is a prerequisite for another, so the instructor can direct the 
student to any appropriate disk. Moreover, the reviews will provide the student 
with a first-line resource for content questions. The Mastery Tests can be used 
in a similar fashion as an independent electronic test bank. 
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English MicroLab can be implemented in any of the settings common. -to 


English: instruction and will benefit most ‘types of students including, ESL 
Students. ‘ > Poe Fawr — 7 
In the Laboratory © | ‘ sae 8 ks j 


Because the Assessment Module gives each student an individual. study plan, 
students can work through the practice modules on their own time or during . 
assigned visits to the laboratory or computer center. There is little chance 
that students will get stuck in such laboratory saa tae thanks to the spe- 
cific guidance, review, and text LSI reaces shinny ay — abil aa 

Two or even three students. can. siaire the ‘same pee at one. ‘computer: 
Station. Students seem to provide both support. and stimulation. for. one smother 
in such learning environments. Students should not, of course, work together on 


the Assessment or the Mastery Jests. a 
The MicroLab.- program is especially well, suited to: the laboratory .settiag. 
Like the lab itself, the-program-is. designed for independent, ‘self-paced: study. 
It reduces a major lab headache-——-paperwork and recordkeeping.» More. important, 
it requires very little explanation, to the student and may be somewhat more. | 
motivating than conventional materials. A final, if. minor,. advantage .is: that 
although MicroLab includes an assessment, a large volume.of practice material, 
a testing program, and a record-keeping system, it takes next to no storage — 


Space. 


. we ° 
“ 


Since by design the program makes no beeps or siren squeals, ‘one or more 
computers can be used by students-in-the classroom-whiie atheg.students are 
writing, participating in:classroom discussion, or listening to'a presentation. 
During the class period, groups of students ‘can rotate among learning | ‘activi- 
ties, same using MicroLab while others are involved in- more traditional mactiv- 
ities. ee ck PRY & ore bs : sae Bete ee a 


With a large display screen, the instructor can use the practice modules 
of MicroLab:to supplement lectures, Since all:frames of the program ‘are paced 
by the user, the instructor can call-up.material much .as one would present... 
overhead transparency displays. | 


- as 
4 ; 


f. ee Dt, S. 3 ade t » . . : : 
In the Office: } ¢ am es fe eds L je ae - . a at ge Gaby. 
a 2 . . : 4 i 5 
. “ms f -? ; : ~ . 


ene. gia office re are - given to tutoyial ie in ere: skills with 
one or more students. As jpersonal computers become more .common in such offices, 
students in need,of;special help can turn to the computer for.instruction, , rhe 
computer patiently and thoroughly explains and re-explains -a. concept, cand the. 
instructor is still, available for further clarification. i Soa 


& 4. .* 


7 p , . 4) ; ~, ¥: an p ; ” A . > prt wi ae 
a 7 fen Jae 7 reer RAMEY (i i r § rN SE. 
. ° + 


¢ 1985 Houghton Mifflin Company ¥ | boa. 2 fhe reaerael 








Instructor's Manual 


PROGRAM OPERATLON 

This section of the manual gives step-by-step instructions on how to 
operate the English MicroLab program and its components. I[t begins with a 
review of basic microcomputer procedures and then presents the MicroLab prompts “oY 
and commands.: Finally, it’ lists the special steps. for operating each program 
component. 





The Basics 


1. Remove the disk from its paper sleeve. Do not try to remove the black 
plastic disk from its protective outer covering. Put your thumb on the 
label of the disk and insert the disk thumb-up into the disk drive. 

2 Shut the gate (door) of the disk drive. Caution: never insert or remove 
a disk when the red light on the front: of the drive is lit (indicating the 
drive is in operation). If you do, both the disk and the disk drive can be 
damaged. | | | 

3. Turn on the computer and the monitor. The switch for the Apple II Plus and 

; the Apple Ife is located at the rear of the machine on the left-hand side. 
The monitor switch is usually located in a prominent place next to the 
screen. 

4. Simply reverse these steps when you are finished. Be sure not to remove the 
disk until the red light on the disk drive goes off. 


MicroLab Prompts and Commands 


Throughout MicroLab, standard prompts and commands are displayed at the | 
bottom of the screen. ‘They are as follows: “* 





Command © 0 T eas ee ey aa Function 
“PRESS SPACE BAR TO CONTINUE... ° © &* «- ~« To advance one screen 
* S$ to° SKIP. : | :  . To skip one screen 
B to BACK UP | To back up one screen 
M’'FOR MENU/ESCAPE ''° — & | —» To returm to the menu 


M FOR MENU/ESCAPE To leave the practice 
ti ee: program; the menu has 
an end-session option 


Note: four arrows appear at the bottom of the screen when the program is 
waiting for a response. 


_.. When there is a pause in the program because the computer is loading files 
' into’ memory,’ the screen displays "Please wait." Prompts and-direetions for 
other’ Kinds of responses are clearly explained on the screen.. 


The Assessment and Quick Check 


l. Ensert the disk and turm on the computer. 

2. Apple IIe users: depress the “Caps Lock" key. 

3. User types in name,. directions are displayed, and the Assessment (or Quick 
Check) begins. 
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4. At the end of the Assessment, DO NOT SWITCH THE COMPUTER OFF UNTIL THE 
RESULTS HAVE BEEN SAVED. mat 


To save the Assessment results” on the Data Pisk: 


pr Following the: study plan: the program Taps & meneanencel SiN. AAR: | 
insertion of the Data Disk. | tees! 
a. Remove the Assessment Disk and insert the Data Disk in the Same disk. 


drive. Close the disk drive gate. 
b. Press the returm key. When -the program indicates the data has. been, ac 
transferred, remove the Data Disk. a 
To save the Assessment: and Quick .Check results ;on paper: 
6. Have the’ student circle "Assessment" or "Quick Check" .on the Individual 
Progress Chart and copy’ the prercentage: scores and study plan... 


3 ¢ ; : S02 
$ “) . . . te - _ a’ 
. . . a . 


To print. the Assessment results: 


: Po ae co? rk cae Oa AO ae gg EEN Foes ee ie : 
7. =Print: out ius Data Disk: sietaiads Forianstructions, see the Data,Disk section - 
below. i ; oe 4-4 Opole i te El Sees Se te 
Practice Modules | : eet a> Ae ce oy dys is Coges ete Pee, cee $4 


1. Insert the disk and turn on cae computer. 
2. Apple IIe users: depress the "Caps Lock" key. . 
3. The title screen will ieee a chabe automatically “a Nea FLest of the 


é 


introductory screens. - be EPP Rg. 2 aor deiee 5, fh L 
4. If you do not want to view the inecsa intents Screens, emia Fay inl the menu. 
5. The menu offers four options: the review, two practice set options (recog- 
nizing errors and repairing errors), and an end- session, option. 
6. If a practice set option is selected, another menu appears. This menu 
offers a choice: of three different practice. sets. labeled-A, B, «and €. 
There is no difference in the coverage or the level of difficulty of. the 
practice sets: © oe aE | ware | 
7. To exit’ from the peneeees press "M" (for menu), then: "4":fSon,-the,ende 
session’ option. © © | ree ea! 
8. Tur off: the computer and*:remove the disk. 


l. Insert the disk and turn on the computer. 

2. Apple Ile-users::: depress the. "Caps Lock" key. | 

3. When directed to do so, type in the access code: sesame. The letters will 
not appear on ‘the screen.: Now press the return-key. [Lf vou have. made ‘a. 
mistake, simplv type in the access code again. 

4. A menu of Mastery Tests will appear on the screen. Select the appropriate 


test. hy u re fe a eT ees 
5. At the end of the Mastery Test, DO NOT SWITCH OFF THE COMPUTER UNTIL’ THE-- 
RESULTS HAVE BEEN SAVED. ee eR igs eR | 
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To save the results: 


Oi: Have the student copy ce - score under "MT Séore" opposite the appropriate 
module .on the Individual Progress Chart. 


. Sere 


Dai t a Opt sk 


a Insert ‘the disk and turn on. the computer. 
2e:- tApple Ile users: depress the “Caps Lock” key, 


3. Lf. no data have been recorded on the disk, the program will display this 
message: ‘No student data available."' You cannot manually enter data; 
data can only be recorded from the Assessment. 

4. If data have been recorded, a six-option menu will appear. (See pages 8-9 


for a description of the menu. ) 


5... Select a menu option. 
6. If you have deleted a cceient file or corrected a name, vou, must exit 


through menu option 6. Do not tum off the comupter or remove the disk 
umtaul the program indicates. that changes, have been saved. 
ET a off the computer and remove the disk. 


To prdknt ‘a see Disk file: 
8. Select a file to print (menu options l, ce or 4).. The computer will ask 


you if you wish to view the option on the. printer (P) or monitor (M). 
Simply press "P" and then press the return key. 3 


TEXTBOOK REFERENCES 





. * 


The ‘MicroLab practice modules regularly refer students to three texts for 
further ‘explanation and: ‘ deaairisneae fhe. texts-are:as follows: 


Practical En lish Haadbook, seventh edition, by Floyd C. Watkins and William 
B. Dillingham, copyright 1986. This classic grammar and punctuation handbook 
ancludes: a complete introduction ‘(OF review) of grammar and covers sentence 
errors, sentence structure, punc tiation, and mechanics. Appropriate for 
freshman. ‘composition courses, _ PEH also covers: diction and style, paragraph and 
essay writing, and includes full ‘treatment of writing research papers. PEH 
is: ‘accompanied by a student «workbook, correction chart, and diagnostic tests. 


Grassroots, second edition, by Susan Fawcett and Alvin Sandberg, copyright 1983. 
This widely: used grammar, punctuation, and. mechanics worktext contains a sub- 
stantial unit on paragraph writing. The text is primarily.- intended. for 
remedial English courses, but it is used in other courses, including English as 
a. ‘Second Language. Please note that the MicroLab references are to the second 
edition only. This edition of Grassroots has a companion Instructor's Anno- 
tated Edition (with answers) and a ‘Test eres 

Evergreen, ipueenl edition, by Susan Fawcett and | Alvin Sandberg: copyright 1984. 
Fhe “first half of this. popular | developmental text is concerned with paragraph 





“writing, - including writing in the traditional rhetorical modes. Some attention 
ES: also given to the short essay. The rest of the text reviews grammar, punc-— 
‘tuation, and: mechanics. “Please note that the MicroLab references are to the 





— 
~ ” 
” 
= . 
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second edition only. An Instructor's Manual (with answers) and a looseleaf 
Instructor's Package containing supplementary materials are available with the 
text. 9) 0% ye oe ce ce oo re | it saline 
2 1s boy Coc ae es ig tik aac 

For further information on these books, contact your local Houghton Mifflin 
college sales representative. | 

The general references that follow references to these three texts allow 
students to locate the same information in other textbooks and- handbooks.:. The: 
general references have been checked against the tables of contents, and ‘indexes 


of many books. to insure their usefulness. ty oe ah : “set hey 
Oe ee he et ER ea 


For the convenience of the student and instructor, “two forms are. provided. 
for use with- ‘MicroLab. | | | : ee ee Ee pes ie e 


Individual Prosress..Charty, The} front side of the. ‘form provides ‘Tihes fori 

student identification, Assessment: ‘Or Quick Check ‘scores, and the study - ‘plan. 
The form asks students to copy their scores and study plan from the computer 
screen. The opposite side of the Individual Progress Char ti CAN be used. ‘tor : 
record work on Pe pRaenn modules. | 


‘\ ." 


Group Progress ee ‘This. form duplicates the. File. Gita of vthe: Datta: Disk: 


It is furnished for users who do not have access to a printer. § ° (ee 


CARING FOR THE MICROLAB DISKS Byes eens. a 
The MicroLab. binder provides. convenient storage of the disks and print 

material. If you do not: have: access to ta: disk. storage: box, you imay }want™ CO! 

consider purchasing one for your data disks. Follow these guidelines when’ 


ji cecal hd the MicreLab,, peaks coe oe ta ee, en OME an ch team ie sett ome: 
, ; a) 7 3 . oe ke @ Hy, . ‘ i ss ° . ' 4 . es ee aeege . - 5 saci th | a site soeas mye Lio, ete qm tee Be cise 
~ ‘ ' . 2) as a Gt ten: Pe am = ~< RY 


° > ; = . : as a ' + 
y. ° , <a di r f , Ki $ q°. ‘* 


i Never expose the. disks to moisture, excessive. heat, or magnehism emitted ty 
Stereo |: ‘speakers, TV tubes, ‘and other electronic devices. © |. 4? it 

2. Never fold, bend, or crease the disks. | Don" ‘t use» “paper clips to. attach . 
disks to: ‘other. objects. pce. hppa bo te aoe - a ae EGE: 

3. . Never touch) the. "window" on the disk. Skin: oils. “and:perspiration;will. Fuin 


the magnetic surface. 


. 7 Py 
on ees wads 


4. Keep: the’ disks-‘in- their protective jackets: when not in USE. 20 ROLE Epa 
5. Never insert’ or’ remove a disk when the disk: ‘drive is running (usually. MOR, 

indicated bys! a red_ ssecigeitt “Ok ei ei 0 ce eth Eb a Pe estes 

| | | Pree poke pe a igs ae ip ae 

If Trouble Arisés 7.7 0d f°). oa saat ee ig hae OES Sy Ue Sie 


If you are using an Apple ile. is the “Caps Lock" key depressed? 

2. Check the equipment. Are the: computer and monitor plugged in?..Are they. 
connected: to each other properly?. Are they. Switched on? Is: the. dlak drive 
properly connected to the computer?» Is the. ‘disk drive gate closed?" rtipt res 

3. Check the disk. “Has it been inserted) pelle tacts ‘in the disk. drive?', Cani you 

see signs of irbtaceet damage to the disk? >.If the disk is a back-up Ccopyigsi: 

try the original disk. The copy mav be RS eteesth tis: 
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4. Try running a different disk. If no disk runs suctessfully on the computer, 
see the person responsible for computer maintenance at your institution. If 
only the problem disk fails to run and it is not a copy, retum it with a 
description of the problem to the following address: Software Analyst, “a 
Houghton Mifflin. Company, College. Division, 27th Floor, One Beacon Street, 

Boston, Massachusetts 02108. The disk will be promptly replaced. 





PROGRAM DEVELOPMENT: 
Author 


- Arthur H. Bell is Professor of Business Communication at the University of 
Southern Califoria in Los Angeles. Formerly, he was Professor of English at 
Califormia State University, Fullerton. He has a Ph.D. in English from Harvard 
tmiversity. Bell is coauthor of The Practicing Writer (Houghton Miffjin, 1983) 
and: has published many articles on writing instruction and the use of computers 
in. college English instruction. He has also given numerous convention presen-— 
tations on the. computer and English instruction. 





Programmer 








7 Sharon. R. Anderson is a Ph.D. candidate in Computer Science at the Uni- 
versity of Souther California. She has spoken at national conferences on 
instructional programming and is currently involved in the study of authoring 
languages for use by college faculty who want to write computer-assisted 
instruction. (CAL) materials. — 

















" 


Development and Field Testing 


English MicroLab was conceived three years ago by Arthur Bell. The program 
was. developed: over. a two-year period by Bell, Anderson, Houghton Mifflin editors, 
and instructor consultants. The development process culminated in the winter 
and spring of 1984 with field testing. Participating. schools included Borough 
of Manhattan Community College; Empire State College at Rochester, New York; 
Arkansas Tech, University; the University of Kansas; Central Oregon Community 
College ;. the. University of Portland; Western Washington University; and Cypress 
College, Cypress, California. Both instructor and student responses were 
solicited. The field testing. supported the program design and content while it 
yielded valuable suggestions for revisions and refinements. The author and 
Houghton Mifflin gratefully. acknowledge the guidance provided by the field test 
participants. 


Comments and suggestions from current MicroLab users are most welcome. 
Please address them to College Marketing Department, Houghton Mifflin Company, 
One Beacon Street, Boston, MA 02108. 
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The program disks of English MicroLab 


English MicroLab is a 15-disk program that 
provides assessment, review, and practice — 
in basic English skills. Fully field-tested and 
refined, English MicroLab works patiently, 
tirelessly, and effectively to provide stu- 
dents with individualized instruction in 11 
areas of grammar and mechanics. 


Assessment of English Skills 

Assessment Data Disk 

Module A Complete Sentences 

Module B Distinct Sentences: Run-ons 
and Comma Splices 

Module C Orderly Sentences: 
Misplaced Modifiers 

Module D Subject/Verb Agreement 

Module E Pronoun Choice 

Module F Commas 

Module G Apostrophes 

Module H Semicolons and Colons 

Module! Parentheses and Dashes 

Module J Quotation Marks and Italics 

Module K Capitalization 

Mastery Tests 

Quick Check Disk 


ISBN 0-395-347971 
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